APPLICATION FOR RECORDS RETENTION SCHEDULE Do T o PETORY
| OF D RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—°M—»1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. G302 223 -0 '2_. ) £3
FOR AGENCY USE 1. Agency Address : _ FOR RECORDS MANAGEMENT USE
- . - : B o ln - N be
Application Date Georgia Student Finance Commission App '“t'o."?g —r-O/ 78/Q
01704793 Georgia Higher Educ. Assistance Corp. 7
Application Nurnber 2082 East Exchange Place, Suite 200 Date Received Date Completed
73-178 Tucker, GA 30084 FEB 2 8 1993 8/33/9(7(
2. Pérw;toao:mm - - Working Title Telephone Number
Robert McCants : Executive Deputy Director 493-5402

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate

b. [ Dispose of present accumulation; no further a_lccumu|at;on anticipated.
c. XX Amend Application No, __73=178 __ Check One: P Change; [ Supercede; O Void -

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

6. Division and Ql‘flce Functuon o "What is the function of the Division and the Office in wh:ch this record series is created?
The function of the Higher Education Assistance Corporat ion is to:

the receiving, evaluating, and processing of all student applications for loan guarante
Approved applications are then processed for guarantee by the Corporation.

(2) Represent or act as agent for all eligible lending institutions for the purpose of
fulfilling requirements of Federal laws, rules, regulations or formhlas pertaining to
the use of federal funds on guaranteed student loans. This includes student enrollment
verification; administering an Escrow Disbursement System; Reviews, pays and collects
defaulted loans; filing of all necessary documents, reports and information with the
U.S. Office of Education; maintenance of all accounting and other records for audit
purposes and/or future reference; enforces Federal and state laws, regulations, and
statutes for the guaranteed lean program.

7. Record Series Description This file Tontains the following documents {include form numbers and t:t!es ifany):
Attach samples of the file.

Documents relating to:  The disbursement of student loan funds by lending institutions, and to
changes by the lender to the status of students or student's loans.

Included are: Copies of GHEAC-10 Student Loan Disbursement Réports and GHEAC-11,
Student Loan Change off Status Reports.

(1) Guarantee student educational loans made by eligible lending institutions. This includ]s

A Mo s~
5 1 - 9022302
7 302230 5
File js arranged: ~alphabetically by len_d_er_'_}_ Sy
8. Monthly Reference Rate How often are records referred to which are: T
One to six months old ___2____ Seven to twelve months old _1'___; Thirteen to twenty-four months old S S
twenty-five months and older =1 2 7" -v ot 2 T TR )

9. Annual Rate of Accumulation of Records ‘
L etter-size drawers 8 ; Legalsizedrawers . ; Shelves —_  _:Other {specify)




L P .- - —_ - —_ . - _ e —_ - - :

A GE 3 e | i

Attach copy or excert of laws or regulations. Explain administrative need.

These files contian copies of reports filed with GHEAC by the lender and are needed
to research discrepancies on a student 13an, as well as, verify reason for update.

ves [ no [ 10. Questionnaire  (Place an “X" in the proper column) - ] R OF 3
X a. s this the official copy of the series? ’
it not, where is it?
X b. Does the series contain confidential mformatlon requ;rmg secuntv handling? If yes, cite law or requlation.
| Privacy Act_ il — —
X , s this a vital record?
X d Does this series have historical or long term research value? o
e. When one or two documents in the file make it necessary to keep the ennre file for a long perlod could these
X | documents be scheduled separatety?
X f. Is the |nformat|on con;gmed in_this series ever published? If yes, attach copy, .
g. s the Informatlon contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy. :
.h. s ther® a duplication of this series in your ofﬁce or in another office or agency?
| X ] ﬁMhere7 .
X i._ls this Wngllmed?
1 X i._Does the record series result in a computer printout? _ __ . e
11. Retention Requirements The following requires the series to be kept;:
a. State Law 9 years, d. Audit period — 9 _years,
b. Statute of limitation S ¢ _years. : €. Administrative need - =4 years,
¢. Federal law ¢ years. f. Federal retention instructions ) years.

12. Approved Dispos'Tti,o_n Instraction_s ~ This agency recommends “that the .ﬁle series be cut oﬁ at the end of each:

" O Calendar Year; & Fiscal Year; O Other : then,
X Hold in the current files area 6 _ month(s) ____,_9__.,__ year(s); then -
O Transfer to local holding area; hold — e _vear(s) then
(X Transfer to State Records Center; hold 3% " vyear(s): then

A Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)

\\ : "\.
: 3
\ \

Y N3 e Y A% 3% Q}-SE',‘\»
Lo € LELEY

/ ea;lIDejigngq__',(Sigf}}ture) 4 Date Records Manag'élherilt Officer (Siénatum} B Date
1 gzl BYEh 21D
920223-62_ 7 -
State Records Committee (Signature) Date
Recommendations in para- ] - L .
graph 12 are approved. State Auditor/Designee S e SraNatvre S l‘) € e
{If disapproved, attach letter T v -
of explanation.) Secretary of State/Designee
1 Attorney 7§g_nirallDe§‘ign_ee _

L1]




STATE RECORDS COMMITTEE
Approval Signature Sheet
- Records Retention Schedule
Application #930223-02
Sheet 3 of 3
Schedule Number: 73-0178-A
Effective Date: 08/23/94

Superseded Schedule Number: 73-0178-A
Effective Date: 03/22/73

Creating Agency: Georgia Student Finance Commission
Georgia Higher Education Assistance Corporation

Series Title: Lender Disbursement and Change of Status Report Files.

Dates Covered: 1988 - [ongoing].
Access: Closed (legal citation not provided).

Disposition :
Instructions:  Cut off at end of fiscal year.
Hold in current files area six (6) months.
Transfer to State Records Center and hold three and one half
(3-1/2) years.
Destroy.

State Records Committee has authorized the approval of these disposition instructions
for the records series described in the attached records retention schedule application.

Edward Weldon Date
Secretary of State Designee

Gtsward| Ui w ﬂ@é 31,955




STATE RECORDS COMMITTEE
Approval Signature Sheet
'Records Retention Schedule
Application #930223-02
Sheet 3 of 3'
‘Schedule Number: 73-0178-A
Effective Date: 08/23/94

Superseded Schedule Number: 73-0178-A
Effective Date: 03/22/73

Creating Agency: Georgia Student Finance Commission
Georgia Higher Education Assistance Corporation

Series Title: Lender Disbursement and Change of Status Report Files.

Dates Covered: 1988 - [ongoing].
Access: Cloéed (legal citation not provided).

Disposition
Instructions: Cut off at end of fiscal year.
Hold in current files area six (6) months.
Transfer to State Records Center and hold three and one half
(3-1/2) years.
Destroy.

The State Records Committee has authorized the approval of these disposition
instructions for the records series described in the attached records retention schedule
application.

G dvonnd]| Wer o | % M, M5

Edward Weldon Date

Secretary of State Designee
Form RGS95-01



